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REQUEST re "THORITY LEAVE BLANK
 

TO DISPO~ RECORDS DATE,•• JOB NO.
 

9 1974 (See Instructions on Reverse} 

Ie 174-227
TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVESAND RECORDSSERVICE,WASHINGTON, DL 20408	 NOTIFICATION TO AGENCY 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 u.s.C. 33030 the dis-De artment of Trans ortation posal request, including amendments, is approved except for 
Items that may be stamped "disposal not approved" or "with-2. MAJOR	 SUBDIVISION drawn" in column 10. 

Federal Aviation Administration 
3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEl. EXT. 

.". H. U1asek . 426-8735 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; that the records proposed for disposal In thrs Request of 
___ page(s) ore not now needed for the business of thrs agency or will not be needed ofter the retention periods specified. 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

1.	 Administrative and 1annin files, consisting of 
documents relating to policy development and the overall 
planning, coordination, control and executive direction of 
the assigned missions of FAA. Specifically, these files 
are accumulated by the Administrator, the Deputy Admini-
strator, Associate Administrators, and heads of regions
and centers. 
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2.	 History program files, consisting of documents prepared

and accumulated by the FAA Historian. Included are 
historical studies, reports, and monographs; significant
source materials, such as transcripts and tapes of inter-
views; special collections of policy documents of excep-
tional importance; and si~i1ar records. 
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3.	 Organizational planning files, consisting of documents 
relating to the establishment of and changes in organiza-
tion, functions, relationships, and delegations of 
authority. Included are organizational and functional 
charts, staff studies, minutes of staff meetings, and 
related correspondence. In general, these papers are 
maintained in directives case files. 

9. 
SAMPLE	 OR 10. 

JOB NO. ACTION TAKEN 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 



, . 
Standard Form No. ll/ia.
Promulgated 9-1-49 by
General Services Administration Page __ 2__ 
The National Archives 

of~pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continua.tion Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10.
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKEN JOB NO. 

4.	 Committee official files, consisting of minutes, agenda,
reports and other papers documenting accomplishments of 
formally established FAA committees, boards, or similar 
groups. 

(a)	 Official files of the committee sponsor, secretariat, 
or recorder. 
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(b)	 All others. I 
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5.	 Committee management files, consisting of documents 
relating to the establishment, organization, and termina-
tion of individual committees and boards; policies
governing official membership; and related matters. 

(a)	 Files for advisory, interagency and international 
committees sponsored by FAA. 
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(b)	 Files for internal FAA committees. 

~ ONE YEAR AFTER TERMINATION OF COMMITTEE 

6.	 Committee inventory files, consisting of annual and specia~
inventory reports of FAA committees in existence. 

(a)	 Accumulated by the Federal Aviation Agency Committee 
Management Officer. 
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(b)	 Accumulated by the Federal Aviation Administration . 
Committee Management Officer. 

I'OIU eopie., illChlclillg Origillal, 10 bo lhlhmiHed to tho National A.-chives	 111-69428-1 GPO 



· 'Standard Form No. 115a 
Promulgated 9-1-49 by
General Services Administration Page_3 __The National Archives 

of _4__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. I 

7.	 Management correspondence files, consisting of correspon-
dence, reports and related documents accumulated by
management offices and staffs in the course of management
planning and improvement, management information systems,
paperwork management, work simplification, and data pro-
cessing control. 

(a)	 Correspondence files of the Office of Management
 
Systems relating to the development of national
 
management plans, policies, systems and standards,

and documenting significant accomplishments.
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I (b)	 All others. I 

~	 ~v FIVE YEARS I 
8.	 Management project files, consisting of case files 

documenting the systematic formal review of organization
struc ture, func tions and ope ra ting procedures; resul ting 
from automatic data processing surveys and feasibility
studies; and relating to establishment of work measure-
ment formulas and staffing standards. Each case file 
contains the officials record copy of the final project
report, or published or processed document resulting from 
the project, together with supporting papers documenting
project inception, scope, procedure, and accomplishments.
(NOTE: Does not include project working papers, such as 
background materials, rough drafts, notes, interim I 
reports, statistical data, etc., which are temporary.) I 
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9.	 Management information files, consisting of manuals, I 
charts, briefs, analysis sheets, and supporting documents I 
developed in management information systems designed to 
provide top management with timely information on FAA 
organization, programs, resources, significant accom-
plishments and data on the aviation environment. 

,(a)	 Record copies maintained by the Office of Management
 
Systems.
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hI"-<~,"" WHEN	 SUPERSEDED OR NO LONGER NEEDED 

copies,	 16-69428-1r...... including origiJaaJ, to be ... ltmiHed to the National Archivea	 GPO 
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Standard Fol'lll No. l1/1a
Promulgated 9-1-49 by
General Services Administration ~o. __ Page 4The National Archives 

of __ 4__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuaoon Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. I---------1·-------------------------------------------------------------1----------

10.	 Management improvement report files, consisting of
 
management improvement and achievement reports submitted
 
to the Office of Management and Budget, and related
 
analyses and feeder reports.
 

(a)	 Record copies maintained by the Office of Management
 
Systems •
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11.	 Data processing report files, consisting of record copies

of reports of inventories of utilization and costs of
 
automatic data processing in FAA submitted to General
 
Services Administration through the Department of Trans-
portation. i
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12.	 IAviation statistics publication files, consisting of a ,


record set of statistical publications, surveys and staff
 II 

studies, such as FAA Air Traffic Activity, FAA Statistical
 
Handbook of Aviation, and Census of U. S. Civil Aircraft.
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U	 Records described above are generated in the general


management and administration of the Federal Aviatio-

Administration, and are presently earmarked for per-
manent retention. They have been reassessed and
 
those considered to warrant preservation are continu
 
as permanent. Those proposed for temporary retentio
 
are considered disposable after the time periods

indicated. Items 6b, :l3:I!.-and are
11 considered 
disposable because the reports are submitted to 
higher authority, where they should be available. 

FOlD"copi .... iDCludiDg original. to be ........ iltecl to the National Archives	 16-59428-1 GPO
 


